
 

 

 

Job Title:   Executive Director for Curriculum   Wage/Hour:   Exempt/226 days 
  and Instruction 
 
Reports to:   Associate Superintendent for    Pay Grade:  Administrative 
  Curriculum, Instruction, and Accountability    Pay Group 11 
 
Department:   Curriculum and Instruction     Date Revised:  12/13/2017 
 
 
Primary Purpose: 
Supports activities of the office of the Associate Superintendent for Curriculum, Instruction, and 
Accountability by performing assigned duties. 
 
Qualifications: 
 

Education/Certification: 
Master’s degree in education administration or related field 

 
Experience: 

Five years administrative experience required 
Three years’ experience as a classroom teacher  
Additional experience in instructional or administrative leadership roles preferred 

 
Special Knowledge/Skills: 
 
Thorough knowledge of effective professional development  

Excellent communication, public relations, and interpersonal skills 

Ability to evaluate instructional programs 

Ability to manage budget and personnel 

Extensive knowledge of curriculum, instruction, and assessment 

Extensive knowledge of Texas Curriculum (TEKS) and state assessments 

Working knowledge of federal and state code governing career and technology education 

Knowledge of Memorandum of Understandings 

Thorough understanding of the Instructional Materials Allotment policies and procedures 

 
Major Responsibilities and Duties: 
 

1. Plan, implement, and evaluate professional development programs to meet the needs of 
district personnel. 

2. Perform a variety of research functions for the implementation of school choice and 
innovative instruction programs to benefit the district. 

3. Serve as the primary point of contact to initiate and maintain partnerships with higher 
education entities. 

4. Monitor career and technology certifications, endorsements, programs, partnerships and 
Project Lead-The-Way. 

5. Manage Career Technology grants and local funds. 



 
6. Plan the necessary resources and needs to support the accomplishment of district 

Instructional Materials Allotment (IMA). 
7. Provide budget and district needs information to IMA committee. 
8. Oversee the district Adult Education program. 
9. Supervise the district librarians. 
10. Organize, plan and facilitate the Superintendent’s Advisory Council and its’ related 

activities. 
11. Actively support the efforts of others to achieve district goals. 
12. Oversee and monitor the T-TESS and T-PESS appraisal process. 

 
Budget: 
 

13. Manage Career and Technology local CTE budget, federal funds and grants to ensure 
programs are cost effective and funds are managed prudently. 

14. Manage Adult Education funds to ensure program is cost effective and funds are 
managed prudently. 

15. Manage Curriculum and Instruction/Professional Development Budget. 
 
Community Relations: 
 

16. Establish and maintain working relationships with administrative staff from high education 
partnerships. 

 
 
Other Responsibilities:  
 
Other duties and special projects as assigned. 
 
Supervisory Responsibilities: 
 
Working Conditions: 
 
Mental Demands/Physical Demands/Environmental Factors: 
 
Frequent district wide and occasional statewide travel; occasional prolonged and irregular hours. 
 
 
 
NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 
and are not an exhaustive list of all responsibilities, duties, or skills that may be required. 

 
  


